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COVID-19 Vaccine Management System (CVMS) - Provider Portal  

Request Additional Vaccines Through the Marketplace Job Aid 

 

If you need additional COVID-19 vaccine doses, use the VACCINE MARKETPLACE in the CVMS Provider 

Portal to directly coordinate with another provider and agree to transfer COVID-19 vaccine doses. 

Please follow the instructions below to learn: 

1 How to Request Vaccine Surplus from Other Providers........................................................................ 1 

2 How to Post a “Wanted” Request in the Vaccine Marketplace ............................................................ 4 

3 How to Add to your Inventory the Transferred Vaccine ....................................................................... 5 

4 How to Maintain your “Wanted” Request Posted in the Vaccine Marketplace ................................... 7 

 

Only users with a HEALTHCARE LOCATION MANAGER profile can request doses from other healthcare 

providers. 

1 How to Request Vaccine Surplus from Other Providers  

If you need additional COVID-19 vaccine doses, first check if other providers in your area are offering 

extra doses in the Vaccine Marketplace. If you don’t find any, you can post a request on your own.  

1. Navigate to the VACCINE MARKETPLACE tab in the CVMS Provider Portal 
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2. Change the view to Seek Transfer Match – Extra (Active)  

 
 

3. Click on CITY or COUNTY to sort the records in the ascending or descending order by location, 
and easily spot providers located nearby  
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4. Select the Request that Match Your Offer by clicking on the ORDER NUMBER 

 
5. Review the inventory details, and contact the other provider directly using the HCP CONTACT 

PHONE and HCP CONTACT EMAIL 

 

Read the general instructions 

Read the details provided by the other 

provider 

Contact the other provider directly 

using the HCP CONTACT PHONE and 

HCP CONTACT EMAIL 
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6. If you both agree on the conditions of transfer, the sending provider will create a transfer in the 

CVMS Provider Portal. Once the transferred inventory is delivered, add the inventory in the CVMS 

Provider Portal by receiving an Inbound Transfer (see the second section of this document for 

detailed instructions). 

Note: You can check the NCDHHS guidance for transport of COVID-19 vaccine at 

https://covid19.ncdhhs.gov/media/3070/download?attachment. 

OR 
6. If no provider is offering the type of COVID-19 vaccine product you are seeking, post a WANTED 

request in the Vaccine Marketplace to let other providers know that you can are seeking 
additional COVID-19 vaccine doses. 

2 How to Post a “Wanted” Request in the Vaccine Marketplace 

1. Navigate to the VACCINE MARKETPLACE tab in the CVMS Provider Portal 

2. Click on NEW SEEK TRANSFER MATCH 

 

3. Complete the New Order: Seek Transfer Match form with the following details: 
 

• Read the instructions at the top of window 

• Request Type: select “Wanted (to Receive 

Inbound)” 

• Order Start Date: enter today’s date 

• Account Name: select your location account 

name 

• Status: select ACTIVE 

• Doses: enter the number of doses you are 

looking for  

• HCP Contact Name/phone/email: who to 

contact to agree on the transfer 

• Additional Comments: enter any information 

that could be useful like the address of shipment, 

and opening hours to receive the shipment 

 
 

https://covid19.ncdhhs.gov/media/3070/download?attachment
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• Manufacturer: select the COVID-19 vaccine 
brand you are seeking, or select ANY if any brand 
is acceptable 

• Adherence to all Requirements: read 
requirements 1 and 2 and select the checkbox to 
agree to them 
 

• Click SAVE 
 
 
 
 
 
 
 

 

4. If you reach agreement with a provider on the conditions of transfer, the sending provider will 
enter a transfer in the CVMS Provider Portal. Once the inventory is delivered, you can receive 
the Inbound Transfer to add the inventory to your location. 

 

Note: You can check the NCDHHS guidance for transport of COVID-19 vaccine at 

https://covid19.ncdhhs.gov/media/3070/download?attachment. 

3 How to Add to your Inventory the Transferred Vaccine 

1. Once the sending provider has initiated the transfer and you receive the transfer, navigate to the 
VACCINE INVENTORY tab in the CVMS Provider Portal and click the INBOUND TRANSFER button 

 
 

https://covid19.ncdhhs.gov/media/3070/download?attachment
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2. Select the transferred inventory from the list and click NEXT 

 
 

3. Enter the Date Received and Doses Received and click NEXT 

 

4. Click FINISH 
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4 How to Maintain your “Wanted” Request Posted in the Vaccine Marketplace 

After 7 days, your post in the Vaccine Marketplace will expire. You can extend or close your post prior the 

seven days. After seven days, you can clone your form and post a new one with the same information. 

1. Navigate to the VACCINE MARKETPLACE 

tab in the CVMS Provider Portal 

2. Change the view to MY SEEK TRANSFER 

MATCHES 

3. Open the request you wish to extend, 

close, or clone 

 

 

 

4.1 Extend or Close your Post (if not expired) 

4. Click on EDIT at the top right 

corner of the screen 

5. To Extend the request: update 

the ORDER START DATE to Today’s 

date to reinitiate the 7-day count-

down 

6. To Close the request: update the 

STATUS to Close/Inactive 

7. Click SAVE 
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4.2 Clone your Post (if expired or closed) 

4. Click on CLONE at the top right corner of the screen 

5. Update the ORDER START DATE to Today’s date to 

reinitiate the 7-day count-down 

6. Update the Status to ACTIVE 

7. Update any other fields if necessary 

8. Click SAVE 

 

 

4.3 Submit a Request for COVID-19 Vaccine to the NCDHHS Team 

You can submit a request for COVID-19 vaccine to NCDHHS via the NCDHHS Vaccine Allocation Form at 

https://surveymax.dhhs.state.nc.us/TakeSurvey.aspx?SurveyID=98MI76m3#. A link to the form was also 

added to the VACCINE MARKETPLACE tab. 

1. Navigate to VACCINE MARKETPLACE in the CVMS Provider Portal 

2. Click the NCDHHS VACCINATION ALLOCATION REQUEST FORM link 

 

3. Fill out the form and submit it 

 

https://surveymax.dhhs.state.nc.us/TakeSurvey.aspx?SurveyID=98MI76m3
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If you have any questions or issues, please go to the CVMS Help Desk Portal 
at https://ncgov.servicenowservices.com/csm_vaccine and select the "Vaccine Provider" option to 
submit your question or issue.  
 
You can also call the COVID-19 Vaccine Provider Help Center at (877) 873-6247 and select option 1. 
The COVID-19 Vaccine Provider Help Center is available during the following hours:   

Monday to Friday: 7 a.m. – 7 p.m. ET 
Saturday & Sunday: 10 a.m. – 6 p.m. ET 
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